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Chief, Records Manegement 3taff 13 December 1956
OBR Records Mansgement Officer

Changes to Records Control Schedule

i+ This Office 1s praparing severml requests for changes
0 Records Control Schedule No. 22-55., These bhanges have been
reported to the undersigned by the ORR components during the
aourge Of reportlng the destruction of recorda.

B, This procedure has been discussed informally with
Mr, ot your Staff who indicated that spproved changes
aould, if we desired, be made orally. While this would normally
be acceptable to the undersigned, I believe & better plan would
be as follows:

8. In requesting spproval for chenges to the schedule,
this Office will prepare apd submit a memorsndum for the
item(s) involved. In no case would a memorandum cover more
than one ORR branch. This memo will request the change and
give our reasons for reguesting such changes.

». If the requested change is approved, Records
Management could indorse the memo back to this Office
or could prepsre a nev memprandum indicating gpproval. I
would muggest the memo, In this way & copy could be
prepured for the Records Center also. In turn, I would
indorse the Records Mpnegement memorandum of spproval back
to the ORR companent concerned with the change in order
that &tkey nmay indicate the change of their copy of the
schedule,

3. I bvelieve this plen would be advantegeous becamuse 1t
wvould alert ORR components to the fact that even though they are
the custodians of the recopds there 1s another Qffice in the
Agenoy that is concerned with the records and has the legsl
suthoTity to approve and/or disspprove all changes. It will
meke them more familiar wiilh the schedule snd changes thereto
Bz well as the legal aspects involved in destroying records.
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Chief, Records Management 3taff
OBR Records Management Officer

Records Control Schedule 22-55, Item No. 475

1. It is reguepted that Records Control Schedule 22-55 be
amended to delete Item No. 475, Division Production Pile.

2. The Chief of the idpterisls Division has indicated in
memo dated 13 November (copy attached) thet this file will no
longer be maintsined in the division office.

Attachment (1)
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